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APPENDIX A
	PARISH COUNCIL
Guidance and checklist for hiring an unfamiliar building 


When using an unfamiliar building to deliver a service or hold an event, a senior Parish Council representative should undertake the following checks to ensure the safety of the building.

Note: This list is not exhaustive. Please add any others relating to the use of the building.
	Action/check
	Done (initials & Date)

	If the building has been closed for any length of time ask if a clean and disinfection of the building's water services has been undertaken.
	

	Ask to see: 

· Electrical Safety Certificate – 5 years

· Gas Soundness Certificate – 3 years 
	

	Ask if the fire risk assessment is in place and if it has been reviewed to ensure it takes account of the particular circumstances created by the Parish Council use e.g. roles and responsibilities for ensuring everyone evacuates safely, calling the emergency services, taking a role call (if appropriate). 
	

	Ensure that where the building is to be used in the evening or weekend and only parts of the building are open, a sufficient number of escape routes are available, unobstructed, and final exits are not locked.
	

	Ask for the up to date security, emergency and out of normal hours’ contact(s) arrangements and ensure that the relevant Parish Council representatives have been familiarised with them.

	

	Ensure that Parish Council representatives have been made aware of any “site rules” that will apply (e.g. security, access, emergency arrangements). 

	

	Ensure emergency contacts relating to the use of the premises are updated if necessary to include nominated Parish Council representatives.

	

	Ensure Risk Assessments produced by the Parish Council covering the activity(s)/events to take place e.g. manual handling, use of equipment, selling hot food, etc, are in place.  Ensure any risk assessments covering the hazards relating to the general use of the building which have been produced by the building owner e.g. use of equipment, emergency evacuation procedures, etc, are in place and accessible. 
	

	Ensure an inspection of the building is completed to confirm the suitability of facilities such as lighting, cleaning, waste removal, escape routes, flooring, temperature, toilets, disabled access, etc.

	

	Ensure any equipment supplied by the building owner complies with general safety requirements e.g. regular PAT test for electrical equipment, statutory testing of lifts or lifting equipment, etc.

	

	Ensure Parish Council representatives are aware of the arrangements in place to deal with vehicle movement and car parking facilities on the site.

	

	Ensure suitable First Aid arrangements are in place and responsibilities agreed with the building provider i.e. will the Parish Council provide first aid facilities or the building provider?


	

	Ensure arrangements are in place to report all accidents and incidents to the building provider (if premises related), as well as to a senior Parish Council representative.  

	

	Ensure the owners of the property have Public Liability insurance in place to meet their legal liabilities towards any Parish Council representatives or members of the public who suffer bodily injury, or loss of/damage to their property.

	

	Where the use involves public performances, ensure all the provisions relating to public performances have been considered and are in place as appropriate.  (See guidance on public performances below)
	


Guidance on Public Performances

· Escape routes will need emergency lighting, and fire doors must be operational. 

· Attendants may also be required, in order to prevent over-crowding and keep gangways clear. They should be familiar with fire drill and escape routes.

· When members of the public attend stage or film shows, a licence or temporary event notice may be required from the District Council.  These may provide conditions on number of people present, type and layout of seating, emergency lighting and marking of emergency exits.
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